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SECRET. _ 

Security Information 


CEPTPii INTELLIGENCE AGENCY 

iJar. .Ingtwtt, D» C« 


■XIA 



NOTICE 



1 July 1952 


CIA CAREER SEWICE BOARD 


follows * X * : <s ” :bers of the C1A Career service Board are designated as 


ijoftiis E. Becker, Deputy Director (Intelligence) 

Erank Msner, Deputy Director (Plans) 

palter Reid Wolf* .Deputy Director (Administration.) 

. at the w .Baird, Director of Training and Acting Assistant 
Director (Personnel) 

Umn B. Kirkpatrick, Assistant Director, Special Operations 
(for the period from 1 July 1952 until 30 Septer&'sr 1952) 
James !'!„ Andrews, Assistant Director, Co lle ction and 
Dissemination (for the period from 1 July 1952 until 
31 December 1952) 


2* Palter Reid Wolf is designated Chairman of the CIA Care 
service Board for the period 1 July 1952 until 31 October 1952, 


er 


th' Chairman ^ 0&Ta ^olti its first regular meeting at the call of 


FOR THE HTRCCTOR 0? CENTRAL INTELLIGENCE 



L. K. WHITE 
Acting Deputy Director 

(Administration ) 
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1 August 1952 


35 . PERSONNEL EVALUATION 

A. Policy 


In accordance with the basic personnel pol^y of the Central 
Intelligence Agency (See CIA Regulation Paragraph A (1)), 

a program of personnel evaluation is provided as a principal 
means of developing and maintaining an effective staff and 
promoting the most satisfactory relationship between each 
individual and his supervisor* 


25X1 


B. Scope of Program 

The personnel evaluation program includes all staff employees 
and staff agents of the Central Intelligence Agency whether on 
duty in headquarters or in the field. 

C. Forms and Frequency of Reports 

(1) CIA Form No. 37-151, Personnel Evaluation Report, shall be 
used to record evaluations. 

(2) Supervisors shall prepare a personnel evaluation for each 
individual at the end of his first nine months of service 
with the Agency and annually thereafter, and at such other 
times as directed. 

0. Responsibility 

The Assistant Director (Personnel) is responsible for administer- 
ing this program. 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


/s/ L. K. White 

Acting Deputy Director 
(Administration) 

Effective: 1 August 1952 
Rescind : Page 1 of 20-15 
11 July 1951 
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CENTRAL INTELLIGENCE AGENCY 
Washington, D. C. 


XI A 


NOTICE 

NO HI 


1 August 1952 


SUBJECT: Steps in the Inauguration of the Personnel Evaluation Program. 


XI A 


REFERENCE: CIA Regulation No. 


(Revised) , effective 1 August 1952, 


1. The need for the CIA Personnel Evaluation Program is immediate. 

The normal procedure for preparing a Personnel Evaluation Report on the 
anniversary of the individual's entrance on duty in CIA would unneces- 
sarily delay the progi’am for some individuals. In order to activitate the 
program as soon as practicable, it will be phased into operation as follows: 


Phase 1: August through October, 1952 


XI A 


Training and indoctrination of supervisors and other Agency 
officials will be conducted jointly by the Personnel Office and 
the Office of Training. This indoctrination will be concerned 
with the purposes, uses and anticipated results of the Personnel 
Evaluation Program and the use of the Personnel Evaluation Report 
(Form 37-151). Responsibility for phase 1 is loc ated in the 
Bfenagement Training Division, Office of Trainin 
Hlciiieij Room 1307 "I" Building, Extension 

will establish schedules for conferences and seminars as required. 


25X1 

25X1 


Phase 2: October through December, 1952 


The first annual cycle for the preparation of Personnel 
Evaluation Reports will be telescoped into the last three months 
of 1952 according to the schedule below. In addition, Initial 
Reports will be prepared for all personnel who, during this period, 
complete their first nine months of service with the Agency, ex- 
clusive of time spent in provisional status pending full security 
clearance,- i. e., trial -period personnel . Responsibility for phase 
2 is located in the Personnel Division (0) and the Personnel Division 
(c) of the Personnel Office. 


Schedul, 


EOD 

Anniversary 

Month 


1st Annual 
Report due in 
Month of 


2nd Annual 
Report due in 
Month of 


Interval 
between reports 
in Months 


Oct 52 
Oct 52 


Jun 53 
Jul 53 
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Aug 

Oct 52 

Aug 53 

Sep 

Oct 52 

Sep 53 

Oct 

• Nov 52 

Oct 53 

Nov 

Nov 52 

Nov '53 

Dec 

Nov 52 

Dec 53 

Jan 

Nov 52 - 

Jan 54 

Feb • 

Dec 52 

Feb 54 

Mar 

Dec 52 

Mar 54 

Apr 

Dec 52 

Apr 5^ 

May 

Dec 52 

Play 54 
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10 
11 
11 
12 

13 

14 

14 

15 

1 6 

r? 

c Phase 3; January through May,, 1953 

Only Initial (for trial-period personnel), Special, and 
Reassignment Personnel Evaluation Reports will be prepared during this 
period. Responsibility for the initiation of Initial Reports is 
located in the Personnel Division (0) and the Personnel Division (C j 
of the Personnel Office. Responsibility lor the initiation of 
Special and Reassignment Reports is located in the Office concerned. 

d . Phase 4: June 1953 

By this date the ' normal annual cycle and schedule of Per- 
sonnel Evaluation Reports is in full operation. ^ Responsiblxty for 
phase 4' is located in the Personnel Division (0) and the Personnel 
Division (C) of the Personnel Office which will continue the opera- 
tion of the program. 

2 , Guidance and detailed responsrb^^Drt^^ for tne personnel Evalua- 
tion Program are outlined in Notice "Personnel Evaluation" . 

3, Personnel Evaluation Reports for overseas personnel will be pre- 
pared in accordance with procedures to be issued at a rater date. 

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE : 



Acting Deputy Director 
(Administration ) 


DISTRIBUTION NO. 4 


25X1 A 


25X1 A 
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CENTRAL INTELLIGENCE AGENCY 
Washington, D. C. 


# 1 August .1952 


REFERENCE: CIA Regulation 
1. Purpose 

This Notice provides guidance and outlines detailed respon- 
sibilities for personnel evaluation. 


(Revised), effective 1 August 1952 


NOTICE^^ 

SUBJECT: Personnel Evaluation 


2 . Definition of Personnel Evaluatio n 

a. Personnel evaluation as used in the Central Intelligence Agency 
is the supervisor's considered and judicious appraisal of the performance 
and capabilities of each individual for whom he is immediately re- 
sponsible. This evaluation is in terms of the requirements of the 
individual's current position and his potential for long-term service 
with the Agency. It is not a performance or an efficiency rating in 
the sense that individuals are compared on the basis of a prede- 
termined adjectival or numerical scale. 


b. The significance of a personnel evaluation lies in the 
constructive action which will be taken to deve3_op and use each 
individual's abilities and potentialities most effectively. 

3 • Heed for Evaluation 

a. Continuing Day-by-Day Evaluation 


A supervisor must be continually aware of the abilities 
and performance of each person in his organization if he is 
actively to aid him to develop his skills and abilities. The 
insight gained from continuing appraisals will enable the super- 
visor to stimulate the productiveness and job confidence of his 
people and to develop teamwork and pride in the organization. 

b. Recording Evaluations 


m addition to day -by-day guidance, it is necessary that 
periodic written reports be prepared as an essential element in 


.'! _ 
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each individual's career plan. The preparation of tnese reports ^ 
will serve periodically to focus the supervisor's attention on trie 
actual and potential contributions of each individual, fnroagu 
this process the supervisor acquires a systematic inventory u 
the human resources within his unit. 

i|. , Specific Uses of Personnel Evaluation 

The uses of personnel evaluation include the following: 

a. Identifying each person's aptitudes > knowledges , skills 
and interests; 

b. Promoting discussions between supervisors and those 
supervised concerning work performance and career development; 

c. Increasing individual efficiency by spotting and cor- 
recting specific problems and deficiencies and helping in tne 
de ve loprne nt o f de s i rab le t ra its; 

d. Serving as a basis for individual plans for career . 
development, 

e. Identifying outstanding service; 

f. Identifying individuals who fail to perform as effective 
members of the organisation; and 

g. Identifying the need for training, reassignment, rotation, 
promotion, demotion, separation and other formal personnel actions 

5 • Responsibilities for Personnel n valua c^xoit 

a. Responsibilities of Individuals 

Each individual must understand tiie responsibilities 
and requirements of his position. This is an inherent ^condition 
of employment and imposes a responsibility upon the individual 
to discuss with his immediate supervisor any problem or un~^ 
certainty which obscures his comprehension of his worfc.^ lhxs 
does not minimise the responsibility of the supervisor ioi 
ensuring that those whom he supervises are provided wibh full 
information as to their jobs . A clear understanding between 
the supervisor and the individual is the result of a reciprocal 
relationship, and effective performance by and development oi 
the individual proceed from the two-way communication between 
them . 
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b. Responsibilities of Supervisors 

(1) Immediate Supervisor 

The immediate supervisor who assigns and reviews 
the work oi owners Dears primary responsibility for evaluating, 
guiding and developing the potentialities and capabilities of 
those whom he supervises. In order to record his evaluations 
and recommendations , he will prepare Personnel Evaluation 
Reports as required. 

(2) Reviewing Official 

The supervisor next in line of authority above the 
immediate supervisor is responsible for reviewing Personnel 
Evaluation Reports . He will determine whether they conform 
to pertinent Agency policy and regulations and will assist 
in the effective use of the recorded information. He has 
the additional responsibility of ensuring tiiat supervisors 
under his authority are effective in directing, leading, 
evaluating and developing their personnel. 

c. Responsibilities of Office Career Service Boards 

It is the responsibility of each Office Career Service 
Board to review plans contained in the Personnel Evaluation Report 
for the training, assignment, advancement, rotation or promotion 
of each individual falling within its jurisdiction and to recom- 
mend to tne Assistant Director or Office head the action that 
should be taken. 

6 . Types of Reports 

a. Initial Reports 

The supervisor will prepare a Personnel Evaluation Report 
for each individual at the end of his first nine months of service 
with the Agency, exclusive of time that may have been spent in 
provisional status pending full security clearance. Such a report 
will be made regardless of the length of time that the individual 
has been under his immediate supervision. 

b . Annual Rejjorts 

The supervisor will prepare a Personnel Evaluation Report 
annually for each individual on the anniversary of his entrance 
on duty unless a report has been made within the three months 
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prior to the anniversary date. When necessary the clue date of 
an annual report will he deferred until the individual has been 
under the supervisor's jurisdiction for 90 days. 

c. Special Reports 

The supervisor will prepare a Personnel Evaluation Report 
when an individual leaves the agency. This report will include 
the supervisor's recommendation concerning his suitability for 
re -employment . Such special reports shall be attached to the 
Personnel Action Request form when it is forwarded to the 
Personnel Oifice. Special reports also may be made whenever they 
are administratively required. 

d. Reassignment Reports 

A Personnel Evaluation Report will be prepared for an 
individual whenever his supervisor is to be permanently changed. 
Supervisors who arc to be reassigned will prepare reports for 
all persons under their immediate jurisdiction. Supervisors will 
prepare reports xor individuals wno are to be reassigned from 
the*ir units. In case the immediate supervisor is not available, 
such reassignment reports will be prepared by the person next 
in line who has direct knowledge of the individual's work. The 
Assistant Director (Personnel) or his designated representative 
may grant temporary exemption from this requirement to specific 
organizational components of the Agency. 

7* Preparation of Report s (See Flow Chart attached) 


a. Prior to the date an initial or annual Personnel 
Evaluation Report is due, the Personnel Office will notify 
the Office concerned through the official designated by the 
Oifice co serve as its Evaluations Officer, with responsibility 
for administrative activities connected with the personnel 
evaluation program. The Evaluations Officer will initiate 
action on Form 37-151 by entering the identifying data in 
Items 1 through 6 on the form and forwarding it in duplicate 

to the appropriate supervisor. Special reports may be initiated 
either by the Personnel Office or by the Office concerned . 
Reassignment reports will be initiated by the Office concerned. 

b. The supervisor will furnish the form in duplicate to the 
individual concerned who will complete Items J through 10. At 
the time the supervisor transmits the form to the individual, 

he will offer his assistance and cooperation. 
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c . The supervisor will complete Items 11 through 18 and . 
will exercise considered judgment in appraising the adequacy 
of the work performed, the qualifications of the individual 
for his position and his potentialities for greater service 
to the Agency. Upon completion of the evaluation, he will 
forward the form to the appropriate reviewing official. 

d. Item 1'7 of the form provides a means for formalizing 
warnings to individuals concerning ineffective performance . 

If it is the supervisor's considered opinion that the in- 
dividual's work contribution has been sufficiently ineffective 
to require adverse action, he will attach to each of the copies 
of the Personnel Evaluation Report a copy of a warning memo- 
randum. If the supervisor has not already given the individual 
such a memorandum, he will prepare one at the time the Report 
is made. Warning memoranda will be coordinated with the 
Personnel Office before they are given to the individual. 

When attached to Personnel Evaluation Reports, they will serve 
to alert the Personnel Office and appropriate Career Service 
Boax’ds to situations requiring special attention. 

« 

e. The reviewing official will discuss the report with 

the supervisor in order to analyze the results of the evaluation 
and to determine whether additional action should be i*e commended 
to improve or better utilize the individual’s skills. The 
reviewing official also should discuss with the immediate 
supervisor any r e c omme nda t i on s which would assist the supervisor 
in carrying out his responsibilities in the personnel evaluation 
process and in taking appropriate action based on the evaluation. 
Upon the conclusion of his review and after discussion with the 
the reviewing official will sign the form in 
.icate and will forward both copies to the supervisor. 


8 . T he Interview 

a. Within one week after a Personnel Evaluation Report has 
been reviewed by the reviewing official, or as soon thereafter 
as practicable the supervisor will interview the individual 
concerned to apprise him of the evaluation and to use the Report 
es a basis for constructive discussion and planning. 

b. The, interview will have an important influence on the 
relationship between the supervisor and the individual. Therefore, 
the supervisor should adapt his approach specif ically to each 
individual and plan the content and sequence of the discussion 
according to the personal relationship existing between them. 
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c. During the interview, the supervisor will discuss each 
itera of the Report. He should encourage the individual to discuss 
his understanding of his duties and responsibilities in order to 
resolve any misunderstanding of what is expected of him. Ho should 
express recognition of the individual's strengths and work 
achievements. Discussion of specific shortcomings should be 
coupled with constructive suggestions of means by which the in- 
dividual can improve himself with assistance through supervision, 
rotation and training. In this connection, he should encourage 
the individual to analyze any work, personal or other situational 
factors which may have affected his performance . Before closing 
the interview, the supervisor should summarize the results of the 
discussion emphasizing the course of mutual action which has been 
developed to advance the individual's effectiveness with the Agency. 

9. Routing of Reports 

a. Upon completion of the discussion with the individual, 
the supervisor will sign both copies of the Report and submit 
them tc the Evaluations Officer . He will retain the duplicate 
copy and forward the original to the Personnel Division, overt 
or covert, within thirty days of the due date (the last date- 
covered by the evaluation period) except that trial period Reports 
will be submitted within fifteen days of the due date. The duplicate 
copy, which is retained by the Evaluations Officer, will be made 
available to the Office Career Service noard. 

' b . The Personnel Office will review the personnel Evaluation 
Report and will consult the Office concerned with respect to 
any action which appears to bo necessary or desirable. The 
original copy of the Personnel Evaluation Report will be filed in 
the individual's official personnel folder. 

c. If an individual's performance is described as unsatisfactory 
by the attachment of a warning memorandum to his annual Personnel 
Evaluation Report, the fact will be posted to his service record 
card by the Transactions and Records Branch of the appropriate 
Personnel Division. This will moke the individual ineligible 
for a periodic pay increase until his next annual repox t is made . 
Advisory Appea l Boards a ppointed and convened in accordance with 
CIA Regulat ion^^^^^^Bwill , at the individual's request, re- 
examine of f ic iH^WcfflSg memoranda and recommend action to the 
appropriate officials. 
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10. Personnel Evaluation Reports for Field Personne l 

Personnel Evaluation Reports for individuals who are serving 
in the field will he prepared axid submitted in conformance with the 
principles of this Notice. Procedures adapting this Notice to field 
situations will be established through appropriate field instructions. 


FOR TEE DIRECTOR OF CENTRAL INTELLIGENCE: 



L. K. WHITE 
Acting Deputy Director 
(Administration ) 
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DISTRIBUTION NO. 4 


Attachments 


Flow Chart 

Personnel Evaluation Report 
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PERSONNEL EVALUATION REPORT 
Flow Chart 

(Initial and Annual Reports) 


PERSONNEL 

OFFICE 


INDIVIDUAL 

OFFICE 

CONCERNED 

SUPERVISOR 

CONCERNED 
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PERSONNEL EVALUATION REPORT 


(See Instructions on Reverse Side) 


The personnel Evaluation Report is an important part of the Career Service pro- 
gram. |t seeks to assure for every person a carefully planned career, with advance- 
ment based on demonstrated ability. For the individual, it means an opportunity to 
voice his interests and to discuss his job and his progress with his supervisor. To 
the supervisor, it gives assistance in carrying out a major responsibility, the de- 
velopment of the people he supervises. For the Agency as a whole, it means successful 
teamwork based on mutual understanding and respect. 


THIS PORTION TO BE DETACHED ONLY BY AUTHORIZED OFFICIAL 
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CENTRAL INTELLIGENCE AGENCY 
Washington, D. C« 


1 August 1952 


NOTICE 
N 


Effective 1 August 1952, Lieutenant General William H. He 
Morris, Jr., USA-Retd., Assistant Director (Personnel), is 
appointed a member of the CIA Career Service Board, 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


Acting Deputy Director 
(Administration) 
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Issued Jointly by 

THE OFFICE OF TRAINING 
and 

THE PERSONNEL OFFICE 


AUGUST 1952 
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AN INSTRUCTIONAL GUIDE IN THE USE OF THE PERSONNEL 

EVALUATION REPORT 

In accordance with the basic personnel policy of the Agency, a 
program of personnel evaluation has been established as a principal 
means of developing the most satisfactory working relationship between 
each individual and his supervisor. 

To insure a fundamental understanding of the objectives of per- 
sonnel evaluation and to get under way the initial program of personnel 
evaluation reporting throughout the Agency, it is important that each 
individuaMj^h^rgamzatim^jecome thoroughly familiar with Agency 
Notices on 1 August 1952. 

25X 

Definition of Personnel Evaluation 

Personnel evaluation as used in this Agency is a supervisor’s con- 
sidered and judicious appraisal of the performance and capabilities of 
each individual for whom he is immediately responsible. 

This evaluation is in terms of the requirements of your current 
position and your potential for long-term service with the Agency. It 
is not a performance or an efficiency rating in the sense that you are 
compared with others on the basis of a predetermined adjectival or 
numerical scale. 

The significance of this personnel evaluation program lies in the 
constructive action which will be taken to develop and use your abilities 
and potentialities most effectively. 

Specific Uses of Personnel Evaluation 

To identify each person’s aptitudes, knowledge, skills, and 
interests. 

To promote discussions between supervisors and those supervised 
concerning work performance and career development. 

To increase individual efficiency by spotting and correcting specific 
problems and deficiencies and helping in the development of desirable 
traits. 
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To serve as a basis for individual plans for career development. 

To identify outstanding service. 

To identify individuals who fail to perform as effective members of 
the organization. 

To identify the need for training, reassignment, rotation, promo- 
tion, demotion, separation, and other formal personnel actions. 

To indicate suitability for re-employment for each individual in 
the process of separation from the Agency. 

Form and Frequency of Personnel Evaluation Reports 

The Personnel Evaluation Report (Form No. 37-151) , is the official 
form that has been approved for recording personnel evaluations. 

25X1 A Agency Notic^^JH^Hutlines the types of Personnel Evaluation 
Reports and shows i^HIo^chart the steps to be followed in processing 
these reports. Read this Notice thoroughly; it gives you the basic doc- 
trine of the personnel evaluation program of this Agency. 

Supervisors are required to prepare a personnel evaluation report 
for each individual at the end of the individual’s first nine months of 
service with the Agency and annually thereafter, and at such other times 
as directed. 

The schedule to be followed in filing Personnel Evaluation Reports 
for departmental and U. S. field personnel durin^October, November, 
and December 1952 is given in Agency Notic^^^tf^^f This should be 
carefully checked, especially by each supervisor. 25X1 A 

PERSONNEL EVALUATION REPORT— Form No. 37-151 

Pagel. The Cover 

The Personnel Evaluation Report has been designed as an im- 
portant element in the Agency Career Service Program, for continual 
evaluation of performance and potentialities is inherent in any soundly 
organized career service. 

Page 2. Inside Front Cover 

An Evaluations Officer (administrative or personnel officer) has 
been designated for each Office or major component of the Agency. He 
is responsible for the administrative activities connected with the per- 
sonnel evaluation program in his Office or organizational component. 
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The Evaluations Officer will initiate action on Form No. 37-151 by enter- 
ing the identifying data in items 1 through 6 and forwarding the form in 
duplicate to your supervisor. 

The instructions given on the second page of Form No. 37-151 
provide some generally helpful suggestions. If you have any questions 
about these instructions, be sure to discuss them with your supervisor. 

Keep in mind that frank discussion between you and your super- 
visor is essential, both before filling in the form and after it has been 
reviewed by a reviewing official. Such discussions should include a 
thorough explanation of the objectives of the personnel evaluation 
program and the responsibilities for following up the recommendations 
and suggestions contained in the report. 

Page 3. Front of the Report Form 

Items 1 Since the Evaluations Officer for your organizational corn- 
through ponent will fill in items 1 through 6, it will only be necessary 
6. for you to check over these items to make sure that they are 

correct. 

Item 1. Is your name given and spelled as you use it for Agency 
purposes? 

Item 2. Is your present grade the same as the one shown on this 
form? 

Item 3. Is your present position title the same as the one shown? 

Item 4. Are the Office, Staff or Division, and Branch designations cor- 
rect for your present position? If “field,” the approved Agency 
designation should be used. 

Item 5. To activate the personnel evaluation reporting program as 
rapidly as possible throughout the Agency, the schedule for 
the preparation of annual reports has been telescoped from 
twelve months into three months. 

Between 1 October and 31 December 1952, an Annual report 
will be prepared for each individual who will have completed 
more than nine months of service in the Agency as of 1 October 
1952. The due date of an Annual report will be determined 
by the individu^^EOD date according to the schedule in 
25X1 A Agency Notice For example, if your EOD date is 5 

June, your fir^SHHfflffleport will become due on 5 October 
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1952; if your EOD date is 10 May, your first Annual report will 
become due on 10 December 1952. All first Annual reports 
will cover the twelve months prior to the due date of the report 
or the time that you have been in the Agency if less than one 
year. 

If an Annual repor^ecomes due according to the schedule in 
25X1 A Agency Notice^^^^^^ftnd you have not worked under your 
present superviso^o^^eriod of at least ninety days, the due 
date of the Annual report will be deferred until you have been 
under your present supervisor’s jurisdiction for ninety days. 
After 1 October 1952, an Initial report will be prepared for each 
individual as of the date that he completes his first nine 
months of service in the Agency, exclusive of time spent in 
provisional status pending full security clearance. 

An Initial report will be made by the supervisor you have at the 
time the report is due, regardless of the amount of time that 
you have been under that supervisor’s jurisdiction. If you 
have questions concerning the period covered by your first 
Annual report, check with your supervisor. 

Item 6. Your first Personnel Evaluation Report will be Initial or 
Annual. From the preceding discussion of item 5, you will 
know which is correct in your case. 

Items 7 You will fill in these items. In addition to the instructions 
through given in the report form, keep in mind the following sugges- 
10. tions: 

Item 7. The space available in this form is necessarily limited. Rough 
out the outline of your major duties before filling in this item. 
Your supervisor will describe your performance on the major 
duties that you list here. 

Item 8. Give the course title, such as “Elementary Russian,” “Advanced 
Statistics,” “Geography of the Antarctic,” under name of 
course. 

Location means the institution and the city — state and 
county if necessary. 

Length of course in months: Specify the number of semester 
or quarter hours of credit. 

Date completed: Do not write the month as a numeral. 

Item 9. Give considerable thought to this question; rough out your 
reply before filling in the form. 


RESTRICTED 

Approved For Release 2001/11/16 : CIA-RDP78-03087A0001 0001 0002-1 


Approved For Release 2001/11/16 : CIA-RDP78-03087A0001 0001 0002-1 

RESTRICTED 

Item 10. Give date of filling in the form. Sign with your usual signa- 
ture for Agency purposes. 

Items 11 These items will be filled in by your supervisor as of the date 

through that this report is due. If you have been under more than one 

18. supervisor for the period of this report, your supervisor will 

usually consult your previous supervisors before filling in these 
items. 

Item 11. Since your supervisor is requested to describe briefly your per- 
formance on the major duties listed under item 7, it is of the 
greatest importance that you and your supervisor agree on the 
list of your major duties, and that these duties be listed 
realistically in terms of your daily work. 

Page 4. Back of the Report Form 

Item 12. This item gives your supervisor an opportunity to record his 
recognition of significant contributions that you have made. 

Item 13. Each of us can improve his total performance on the job by 
giving attention to details that may be overlooked in the press 
of getting each day’s work done. Where improvement can. be 
made, it is helpful to know about it. 

Item 14. The purpose of this question is to give careful attention to 
potentialities that may be developed. 

Item 15. This question gives your supervisor an opportunity to indicate 
other duties which may better suit your abilities. 

Item 16. The supervisor will make recommendations regarding training 
or rotation only after you have had an opportunity to discuss 
your interests with him, and only after he has discussed with 
the reviewing official the opportunities that there may be for 
you in training or rotation plans. The recommendations con- 
tained in this item must be the supervisor’s, but their value 
will depend upon your interest and the practicality of the 
suggestions. 

Item 17. If your work has been unsatisfactory, you will probably have 
received a warning memorandum to that effect. This item 
insures that anyone whose work has been unsatisfactory will 
be given an official notice. 
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Item 18. Within one week, or as soon as possible after the Personnel 
Evaluation Report has been reviewed and returned to your 
supervisor, he will talk over the Personnel Evaluation Report 
with you and will sign and date this item. 

Item 19. This will be signed and dated by the reviewing official — usu- 
ally your supervisor’s supervisor. 

Item 20. Space is provided for further comments or overflow from the 
previous items. In addition, for each individual in the process 
of separation from the Agency, item 20 should include a state- 
ment regarding that person’s suitability for re-employment in 
the Agency. 


THE PRIMARY OBJECTIVE OF THE PERSONNEL EVALUATION 
PROGRAM IS TO PROMOTE THE 
FULLEST DEVELOPMENT OF EACH INDIVIDUAL IN THE AGENCY. 
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SECRET 

Security Information 

25 August 3.952 

-PROFESSIONAL SELECTION PANEL 
Minutes of the 1st Meeting 

22 August 195^ Room U7» North Building;, 10*3© A 0 Mo 


25X1A 


Present s 




le. 

Secretary 1 
anes to the Panal<, 
lie asked that the 
Chairman o 
the chair, 



eaporarily took the chair and said that as Executive 
‘ Service Board he would provide secretarial assist* 
iiace this was the organization meeting of the Panel, 
’sue, l consider* as its first action the selection of a 
«as selected as temporary Chairman and took over 



2 0 lh*r» van discussion of the organization of the Panel with 
respect to the fifth voting 1 0 e 0 * n one representative fro© a 

£]a*puty Director ■> s Ofiioe, the ESj/P, BE^A and the DB/l, to be successively 
■ represented on a rotating basis '* 0 jhe Panel agreed to report to the CIA 
Career Serviea 3card that it had under consideration this natter and 
would make a reocnnandatiat to the Board at its next meeting concerning 
rotating raerfsb^r z,nd terras of office of other members o 

3o In fhrthar consideration of the organization of the Panel there 
was discussed the advisability of adding an advisory representative from 
the Madical Office to the Panel. Should this be done the Panel would then 
be assisted by four advisory representatives, one each from the Personnel 
mficS| Xaapeotaon and Security Office, the Office of Training and the 
Msoieal Office 0 The Panel agreed to recormend to the CIA Career Service 
Board that on advisory representative from the Medical Office be added to 
the Panel o 

l&o There :f63 lively discussion of the basic purpose for vhidi the 
Panel was created, the methods by which it would operate, the goals that 
wsra to be achieved and the timing and phasing that would be necessary for 
it to arrive at a state of operating significance*, It was agreed* 
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&o That the workload would have to be established* To this 
md the advisor from the Personnel Office was requested 
to have available for distribution with the agenda for 
the next meeting* such statistics and forecasts as were 
possible within the limitations of available time as 
might shed light on the probable workload, i* e*, the 
probable intake of junior personnel into professional 
positional 


bo That sine© the Panel was responsible ’Tor reviewing selection 
standard® 51 the advisors from Security, Personnel and Train® 
■Ing were requested to provide brief statements of the selec® 
tic® criteria used by those Offices having to do with the 
intangible,, "overall suitability to work in CIA on a career 
basis' 1 ' 1 o Hie Executive Secretary would acquire similar data 
from the Msdie&l office pending the decision upon an appoint® 


an Advisory representative to the Panel from that 


Office (See Paragraph 3, above); 


«» TS&afc since the Panel was responsible for reviewing R qualifi- 
cations of all candidates up to and including grade G8®1! 
for overt and semi-covert professional positions, the 
advisor for Personnel was requested to have available t© 
the Paris! appropriate current eases of candidates in the 
final ®t ages of processing that fell within the definition 
of professional positions* These cases would be available 
for information and examination by the Panel but the Panel 
would not be expected to take definitive action until it 
had devised, and agreed on an operating procedure* 


5o The Panel recognized that it would be impossible for it 
adequately to discharge for some time to come all the responsibilities 
laid on it by the DCX*« approval of the Career Servic^Progjara* It 
therefore agreed to review in detail Tab E of CIA^^HAHIand report 
to the CIA Career Service Board its capabilities and a proposed time-table 
for phasing its operations into being* 


XI A 


&c offered to provide the Panel with a conference 

reporter who would provide the Executive Secretary with a verbatim transcript 
of discussion daring the early meetings of the Panel until such time as 
organisational and theoretical problems had been disposed of o 


To The Executive Secretary distributed to the members of the 
Panel and advisors fer their information copies of a staff study prepared 
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by the Management Staff of the Office of the Deputy t?Dd®r Secretary of 
State for Administration on the Board of Eramine^e of the Foreign Service 

8o It was agreed that the next meeting uooLd be held cm kadaeadsy* 
3 September a at 10*00 Ac Mo 

9o Ihe meeting adjourned at 3L2sOG noon 0 



CDS/FsKBsXo (25 August 1952) 

Distribution} 

Members and Advisors of the Professional Selection Panel 
Members of the CIA Career Service Board 
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'.'oriaatioa 


oF^ioi mroa ho.. :??. -s 

SU* 5 TECT*- (BTFX03 0 T? TRAILING GMU-.'xi S1LSVICTE BOARD 


13 August 195S 


U P0H0T 


SfSteotiro A3 Jiao 'Sho • 

an .igsnsy^wi&i' Career Service Sac 
use© and r©ms4 ia&ividusila who t 
toward rendering aeslnum service 
in . i an equitable nrann®r e those ts§ic 
effective sssfesrs of the or®an3s£ 

Career SottS 
Oarser Sy.sfl.ee Board whi^h will * 
the ProgSTam subject to .approval ! 
that ©aoh Offiea establish a Car*, 
of the Ssoatam by performing ssr! 
Offiea Bia&o 


director of Central Intelligence approved 

intended te identify d®rol©p e effectively 
ii^e the skills required by CIAj motivate thsa 
■i;o the Agsneys end elfsaiaate from the s@fffis® P 
in ©pita of the Program fall to perform as 

tiOEo 

:?(3 Program will he administered by the GIA 
■» responsible for developing policy governing 
, y th'j BCI . The Ageney=wide Program provides 
lar S<2Sfio® Board to assist In the operation 
sain functions si&J®et to approval of the 


8.0 ORQAlSSm® 

Pursuant to tho ps>?< ■ 
hereby eatfibliehed tbs 0 
consist of ths following 

Chairman 

22mh©r 

Umber 

ftesaber 

Mcsaber 


iisions of tfes CIA Career Sowie® Program, these is 
*£io© of- Training Career Sesriee Board which snail 

BSSEhers 


Secrete^ 

{ a«n=>t/ht ? 

Should any of the p 
TOfjanfe., %hs D/TR will sts 
period of such vacancy., 
listings of the Board wi 
su??h other tl®ps as ths 

fj© Secretary will 
tion of agenda for regal 
of this Beard with tho 3 
several offices and prev 
of Board aetioasa 


Dice 

Depu 

Shi© 

D®pu 

Asst 

Ghi© 

Asr/i 


:53itione 
sdgnato 
Pots? vc 

11 be- 1« 
Shaitans 


itor a? Training (ex officio) 

;!y Dtreetor of Tredning (denars!) 
t £ . HI me anil Policy Sta££(!B6) 

5 y Director of Training (Special) 

Deputy Director of Training (Special) 
f, Support Staff 

:,tant to the Director of Training 

com< rising the membership of the Board 
;i t®i‘oodtesy satfw of the Board for *»h® 
ting aaafcers will constitute a quorum© 
.tA 01 the first work day of ©aeh month 1 
. tasy determine© 


OTOvi^o T^aff support for the Board inalufting 
iar and e-ulel meetings, coordination of 
3 ta caroer Service Board sad wits the Boards of <»h® 
paration -tad ysinbenanoe of minutes and other ro®o A - 
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orsxcE of msHiNO msuurm ho. sq«$ 


23 August 1952 


M2SSICH 

fh® Q£tl@& of Training Q&gmn? S©;cs1.ce Board Is respoosibls to the Director 
of Training for the operation of Kh& Career Service Program within OER a nr? to r 
collaboration with, other Office Boards on inter«Offie® Career Service problems 0 

As enumerated la the Career Service Program, general responsibilities 
of the Office of Gaining Caroor Sorvic© BoarsS. are to? 

a. Serve as advisor to the D/TR on all matters pertaining to 
th© Career Service Program. 

bo Direct within the CISt the application and functio ning of 
th© Career Service Program^ including but not limited to the followings 


(X) SsBCutiag relerj-ant decisions of th© CIA. Casrser Service 
Board and making reecamsandations to the QIA Career Service Board 
for improvement of th© Career Service Program. 


(2) Sponsorings developing. and ©routing the Caress? Service 
Program of th© CMJ 0 including an intra^Offio© rotation systems 
and reporting periodically to th© CIA Career Servloo Board. 

(S) Reviewing Personnel Evaluation Reports and proposed 
development plena for individuals in tome" of trainings assign^ 
ment 0 advaneement p rotations and promotion. 

(4) Recomsceading cancellation or continuance of career 
development actions. 


(5) Participating in the development and case ufc ion of approved 
srtra®Offie© rotation systems. 


C©) Submitting to th© Sponsoring Office a e®ai~anaual Personnel 
3valu&tioa Report on ©a r.*h rotation appoints© from another Offie®. 

(?) Knstiring that, th© rotation appointees detailed by th© 

CER to another Office ar© not overlooked for warranted promotion 
and ensuring that rotat ion appointees received by the 0® are 
productive and their assignments commensurate with th® purpose of 
th® appointments. 

(8) Reviewing continuously eosaditions of service and duty 
i?ith a view to asking recommendations to th© SSA Career Sorvie© 

Board concerning working conditions and benefits that can 
strengthen moral® and increase “©sprit d© corps.” 
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OFFICE OF TRAINING R33ULAT2® NO, 30-3 


13 August 1952 


(9) Ravi swing continuously the personnel intake of the 
Office , especially at the junior professional level, with a 
vie® to ensuring tho acquisition of highly-quelified, versatile 
persons with long-range potent islity„ 

Co Supervise suoh subordinate Boards aid ConmittesB as may be 
established from time to time for handling specialised functions, 
assigning to them Office personnel as accessary* 

raJCTIQNS 


She 0TR Career Service Board shall: 

a<> Series and recommacd final action regarding plans proposed 
for the development of individuals including, but not limited to: 

(1) Annual, special and reassignment Personnel Evaluation. 
Reports 

(2) Initial Evaluation Reports on all new employees prior 
to completion of the trial period 

(3) Appointments, assignments, transfers, promotions and 
resignations of heads of organisational components of OTR 

(4) All appointments and promotions 

(5) Intra-Offiee transfers and reassignment* 

(6) All esfcre-Agsnay training 

(7) All rotation-training assignments outside OTR 

bo Perform such other functions and duties as may be required by 
t he MRo 


25X1 



Director of Training 


DISTRIBUTION: ALL OTR PERSONNEL 
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